WIC OPERATIONS MANAGER
PROGRAM: UMATILLA-MORROW COUNTY HEAD START, INC.

Name: Date:

1. UNACCEPTABLE 2. MARGINAL 3. COMPETENT 4. COMMENDABLE 5. DISTINGUISHED
A General Staff Responsibilities:
1. Participate in staff meetings, conferences, training sessions and workshops as assigned ............c.ccoceeerenns 12345
2. Demonstrate familiarity with employment policies, performance standards, work plan

AN ODJECTIVES OF AGEINCY ...ttt bbb bbbttt b b e ettt e st et ens 12345
3. Maintain congenial and respectful relations with staff, children, families and community ..............cc.ccce.e. 12345
4. *Keep current and accurate records that conform to program poliCIeS..........ccvveiriiireiineieeesese e 12345
5. *Maintain confidentiality in regards to staff and family information............ccccooevviiinnncicic 12345
6. Maintain objectives and professional StANCArdS..............coiiiriieiiiii e 12345
7. Improve Self-Skills and EAUCALION ...........oiiiiiiiiie e 12345
8. *Fulfill role as mandated reporter as stated in Child Abuse and Neglect POICY .........ccccvovvvniiciincnicien, 12345
9. Perform any other work-related duties as requested Dy YOUT SUPEIVISO ..........ccvviririnerienienieisese e 12345
10. Be a contributory team member in a positive/productive ManNEr ............ccoerveieiiiieneneeeee e 12345
11. *Demonstrate commitment to mission, values, and policies in the performance

OF ATTY QULIES. ...ttt bbbt bbbttt b bbb e e n et ens 12345
*Comments or examples:
B. Program Operation:
1. Monitors program reports for caseload ManagemeNt...........cooveviiiiiiiiiereeee e 12345
2. Reviews and ensures implementation of program regulations, informs Nutrition Services Director,

and trains WIC staff in regulation ChangeS ..o s 12345
3. Yearly, work with WIC Nutrition Services Director to prepare, present, and implement Nutrition Education

Plan for Oregon State Health DIVISION ..........cccoiiiiiiiiiiiie e 12345
4. Supervise WIC Certification staff to ensure that WIC rules and regulations are met.............cccooevvierennn. 12345
5. Monitor completion of certification and follow-up appointments in TWIST, including documentation and follow-

UP OF identified ProbIEMS/NEEUS..........oii e 12345
6. Monitors clinics to ensure that WIC rules and regulations and overall operations are

FOIOWEM ...t h b bR bR b e et e bbb e b et et ene e 12345
7. Complete annual Self-Review according to OSHD reqUIremMENTS ..........ccccvririierierieiieisese s 12345
8. Instruct WIC Staff and ensure completion of the appropriate modules in the Nutrition

TrAINING IMBNUAL ...t bbbt ettt e n et 12345
9. Develop course and class outlines and evaluations with Nutrition Services Director

TOI NUEFTTION EAUCALION. ..ottt e ettt b et 12345
10. Maintain updated clinic POlICY and PrOCEAUIES...........oiiiriieieieiee st 12345
11. Compile month-end report for Nutrition SErvices DIFECION .........ccciviiiiiiiiieieee e 12345
12. Coordinate Services With COMMUNITY .........ccoiiiiiieeii e 12345
13. Attend Oregon WIC Coordinator ASSOCIation MEELINGS .......ovvviieiiieeiere et 12345
14. Facilitates WIC iN-SEIVICE MEBTINGS .....ouviieiieiie ettt sttt ettt esteste e e sae et e aeseeareeneesreenee e 12345

*Comments or examples:
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Nutrition Education:

Assess and monitor nutritional status of infants, children and WOMEN............cccooviiiiiniieiiic e, 12345
Record documentation within TWIST file of participant as appropriate...........ccccoeevviveiesieeieenese e, 12345
Make referrals to outside providers When appropriate.........ccceiveeeieiieeresesiee e st 12345
Ensure teaching of nutrition education and breast feeding classes to participants

L A0 I8 =1 11 YR PRSSORN 12345
Develop working relationship with community care providers.........ccoccovviieieie e 12345
Ensure scheduling for nutrition education CIASSES .........c.coviieieieie et 12345

Comments or examples:

Supervisory Skills and Duties:
Provides regularly scheduled training to staff so that they can adequately complete

their tasks and INCrease their SKIlIS........ ..o 12345
*Sets aside sufficient time to meet and plan With Staff...........ccoooeiiiii e 12345
Helps staff become more proficient by:

a. Patiently anSWErNG QUESTIONS ........cviiiiiiitiitesi ettt 12345
b. Giving needed direCtion PleaSANTIY ............coviiiiiiiiii e 12345
C. Recognizing aCCOMPIISRMENTS. ......c.oiiiiiiiie s 12345
d. Evaluating staff often and ODJECLIVEIY .........ocoiiiiiiic e 12345
Delegates effectively and appropriately ..o 12345
Elicits Staff iNPUE AN CTS ON HT......cviiiiiiiiii bbbt ene s 12345
*Assures consistency of procedures and practices among Staff............ccoeveiiiiiiiin 12345
Acts on staff problems quickly and appropriately ... 12345
*Ensures staff are aware of program policies and ProCeAUIES ...........ccoerereiieiririresie e 12345
Regularly informs staff of inter-agency communication deadlines, and changes in

POIICIES ANU PrOCEAUIES ...ttt bbbt 12345
Assist in the interviewing and NIFiNG PIrOCESS .........ooverieiiiiirerienese e 12345
*Ensures that staff is actively engaging in WOTK...........ccoiiiiiiiii e 12345
Promotes leadership SKillS iN OTNEIS...........oiiiiiiec e 12345
Completes performance evaluations at least annually with supervised staff............ccccooviviniinncicinn, 12345

Comments or examples:

Staff Communication and Team Membership:

Share materials and INFOrMELION .........ooiiiiiii e 12345
*Use appropriate channels for concerns and does not interfere in a situation another

Staff PErsoN IS NANAIING ......cc.i ittt e st et esaesreentesae e e e sneaneeeees 12345
*Support team members and supervisor verbally and by attitude ... 12345
Set aside sufficient time to meet and plan with team MEeMDErS ..........c.oooiiiiiiii i 12345

Comments or examples:

Work Ethics:

FCOMES 10 WOFK ON TIMIE ..ottt sttt sttt ettt s ettt e s e s bttt en e sbees e e beebe e e e s beebeeneeebeenbeseeeneenee 123
Notifies supervisor prior to beginning of work day when not able to come to work ...........cccooov i, 123
*Misses little time DECAUSE OF HHINESS .........o it sreenes 123
Willingly accepts Changes IN PrOGIAM .......ciuiiieiieeie e esie e se e s e s e s e e te e be e beesteesreeareeaseeesteesteesseesneesneeenreenes 123

Accepts and acts 0N CONSLIUCTIVE CIITICISIT ....ouviiiiiieee s e et et e e e e e teesteesteesnaesnreenreenres 123



6. Follows through on accepted tasks OF @grEEMENTS........c.vccieiie e cee st e e e sre e s s e s e s e eesneeenreenrees 123

* Comments or examples:

Do you have long-term employment goals?

What help do you need to accomplish these goals?

Additional Information:

Supervisor's Signature Date

WIC Operations Manager Date

Rating Scale Explanation:

1. UNACCEPTABLE - Performance falls substantially short of the expectations for competency. Requires much
improvement.

2. MARGINAL - Performance does not meet an acceptable level in all areas, but employee is steadily improving.
3. COMPETENT - Performance is fully acceptable. Performance meets standards set for the position on a

consistent basis.

4. COMMENDABLE - Performance is significantly better than average. Consistently exceeds standards;
distinctive performance.

5. DISTINGUISHED - Exceptional performance of unusually high caliber. Remarkable achievement and
pacesetting performance.

Any task marked 1, 2, or 5 must have a comment written to justify the score.
Any task marked 1 or 2 must have a plan of assistance written and be attached to the performance evaluation.

Any * task (essential job function) marked a 1 or 2, no merit increase will occur until the task is brought up to
competency.

Three tasks marked a 1 or 2, no merit increase will occur until the task is brought up to competency.
] Successful completion of a 6 month introductory period
] Eligible for merit increase

] Not eligible for merit increase



